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Purpose

This handout is prepared to provide comprehensive step-by-step instructions for Air Force users
when gaining an employee who is moving from another DoD component. Since Air Force is not using
the CAO process, most references to the CAO process have been removed from this document,
except in those cases where pre-configured windows contain the name CAO. Changes to the
instructions include relocation of the CAO/Transfer Request form, system generation of the
applicant record by simply clicking a button and automatic generation of the Separation
action.

References

e The DCPDS User Guide, Module 4, Chap 11 dated Mar 2004
e CPMS CAO Frequently Asked Questions

Menu Path
Use the following navigation path(s) to begin this task:
e Select Request for Personnel Action > +CAQO/Transfer> CAO/Transfer Request to go
to the CAO/Interagency Transfer Control Panel.
Helpful Hints

e DO NOT BUILD THE APPLICANT MANUALLY THE NEW PROCESS WILL BUILD THE
APPLICANT FOR YOU WITH JUST THE CLICK OF A BUTTON.

e DO NOT PLACE THE APPLICANT NAME ON THE RPA UNTIL THE SYSTEM
COMPLETES THE APPLICANT BUILD
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Procedure

1. Start the task using the DCPDS Navigator

Navigator - CIVDOD PERSONNELIST
r'ﬂ" Mavigator - CWDOD PERSOMMELIST

Functions

Request for Personnel Action:

Enter Personnel Action Information

+ Request for Personnel Action Top Ten List

+ Mass Actions . Civilian Workflow Inbox
" Civilian Inbox . Assignments Folder
— | Workflow Inbhox . Requests: Submit
o Complaints Tracking . Payroll 500 format
~ | Breakdown Folder . Asgignments Folder WORKFLOVY
+ People . Combined Person & Assignmeni
+ Recruitment . Define Position
+ Work Structures . Define PA Request - Cancellatio
PSEUDOSFA0 . Customizahle Workflow Worklis
+ View . View Worker Assignment Histon
+ Processes and Reports
Coredoc
PAY500
Pay Status
Local Tables

e T R e R e R L ]
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2. DYoo Moed* Reguest for Personnel Action ]

% 1) avigator - CVDOD PERSOMMELIST

Functions

Request for Personnel Action:

Enter Personnel Action Information

Top Ten List

. Civilian Workflow Inbox

. Assignments Folder

. Requests: Submit

. Payroll 500 format

. Assignments Folder WORKFLOV
. Combined Person & Assignmeni
. Define Position

. Define PA Request - Cancellatio
. Customizahle Worlkflow Worklis
. View Worker Assignment Histon

Mass Actions
Civilian Inhox
Workflow Inhox
Complaints Tracking
Breakdown Folder

+ People

+ Recruitment

+ Work Structures
PSEUDOSFa0

+ View

+ Processes and Reports
Coredoc
PAYS00
Pay Status
Local Tables

e T = R S = R R L B ]
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3. Click + CAO/Transfer .

% 1 avigator - CIYDOD PERSOMMELIST

Functions

Request for Personnel Action:CAO/Transfer:

o
-

- Request for Personnel Action

Appointment
Award / One-Time Payment
Cancellation/Correction
DOD Correction Process

+ CAO/Transfer

+ Change Actions
Details
Conversion to Appointment

+ Conversion to Demo Project
Extension of NTE
Federal Position Change
Living Benefits
Non Pay / Non Duty Status
Realignment
Reassignment
Long-term Training
Return to Duty
RIF Exception

+ Salary Change
Separation
Foreign Language Prof Pay

HCITUC Calams iThaomean

Top Ten List

e T R e R e R L ]

. Civilian Workflow Inbox

. Assignments Folder

. Requests: Submit

. Payroll 500 format

. Assignments Folder WORKFLOV
. Combined Person & Assignmeni
. Define Position

. Define PA Request - Cancellatio
. Customizahle Workflow Worklis
. View Worker Assignment Histon
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4.  Double-click CAO/Transfer Reguest . The CAO/Interagency Transfer Control Panel
Status tab will display

CAO / Interagency Transfer Control Panel

CA0 { Interagency Transfar
Comntrol Panal
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5. cick [inist]

CAO / Interagency Transfer Control Panel

CAO Interagency Trarsfar
Confrol Panal

S5AN
. .

Payroll
Agency S0ID Oifice

-ae

POC
|

6. Complete all of the following required fields:

Field Name R/O/C Description

SSAN R Input SSAN without dashes
Example: 555555555

SOID R Input the Losing Agency SOID.

: Make sure that you have obtained the correct Losing
Agency SOID or the request will abort.

Example: CG
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Field Name

R/O/C

Description

Gaining Agency Code

Input the the Gaining Agency Code.

@ You must include both the component code (AF) and
the sub-element (Major Command) code for a total of
4 characters.

Example: AF1L

SOID for the Gaining R Input the SOID for the Gaining Office ID.
Office ID @
Enter the two digit SOID for the Gaining Office ID
Example: 9S
Gaining Payroll Office R Input the Gaining Payroll Office ID.
ID Example: DE
Enter the appropriate R Enter the appropriate Nature of Action Code (NOA).
Nature of Action Code Example: T130
(NOA)
RPA Effective Date R Input the the RPA Effective Date.
@ Enter the effective date of the transfer action.
Example: 04-APR-2004
Point of Contact for R

the Request

@ Enter the name and DSN for the Human Resources
Specialist processing the request.

Example: John Doe DSN: 665-2899 ext 4843

Oracle Parent
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7. Click M and the following Forms window will display.

Forms

en initiated for 3
0-60 minutes.

8. Click

@ Once the request isinitiated the information input will be cleared from the request
screen. DCPDS begins processing the request. This allows user to continue working in other
areas of the HR database while the request is being processed. Since the request uses
Concurrent manager for processing, users can periodically check the request status by
returning to the CAO/Transfer request form and clicking <Refresh>. When the data has
been updated the Current Statusfield will change. See below

0. Gicktne b SR
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10. Click Refresh

@ To view any change in Status you must click the <Refresh> button on the Status
Tab

CAQY Interagency Transfer
Cantrol Panel

Status Report
Request Current Status

555-55-5555 In Progress |SF75 Infoflnitiated =2}

In Progress |Separation/Complete

In Progress |Applicant Build/Fending 3 '

In Progress |FailedrAhurled ﬁ

In Progress |Applicant Build/Complet ﬂ
In Progress |Applicant Build/Pending ﬂ
Cancelled |Cancellatiun|ﬂ:nmplele ﬂ |

|
|
|
I In Frogress lApplicant Build/Fending ﬁ
|
|

Refresh

@ Note: The current set up allows for full access to the Status Tab for all Users. Users
that are issued secure views will only be able to view the records identified with that
view. Using the SSAN (F11, Ctrl F11) to search for a specific request will prevent the
user from scrolling through numbers of active request.

11.  Oncethe CAO/Transfer request is submitted a SOID Validation ismade. The
system insures that both the Losing and Gaining SOIDs are valid before an attempt is made
to retrieve the SF-75 Information. (This can only be viewed by clicking the “All” radio dia
at the bottom of the Status tab).
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12. Click - Al

CAO / Interagency Transfer
B A INIBTRGENGY TEANSIEE ([ e o e o

CAOQ Y/ Interagency Transfer
Cantrol Panel

SSAN Mame Regquast Current Status _
[pas-95-5953 Becker, Karen F lIn Progress [Applicant BuildPending 7 | =
' ' lIn Progress Applicant Build/Complet 7 |
L In Progress SFTS InfofData Capturec lE
[aborted Failad/Abored |
. In Progress Separation/Complete iE
.|Ir| Prograss Applicant BuildPending iE
.|In Frograss Failed/Aborted iE
.|Ir| Frograss Applicant Build/Pending iE =

Refresh

7
13. Click the question mark J to the right of the specific request to display the CAO Details
window for that request .

@ Clicking on the “?” will display the CAO Details Window. Notice that the “SOID
Validation” has been initiated.
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CAOQO Details

atzils

Transaciion
KEY SSAN POC

REGD3 16329 REG10 (Becker, karan F) PATRICIA RIWVERS, DSN: 565-3042 EXT 4854

S01D0
LOSS  GAIN = AGENCY NOA EFFECTIVE DATE POID

B O SN N .

Dietails

STATUS STATUS DATE MESSAGE
|Initiated |DE-APR-Z004 14:30:24 | Gaining Region
Initiated OE-AFPR-2004 14:20:38 |Gaining Region
|Acknowledged (|06-APR-2004 13:17:27 Interface Sanar
|Acknowiedged |DE-AFPR-Z004 14:16:39 |Losing Region
Data Capturad 06-APR-2004 14:-16:49 |Losing Region
/|Data Copied |[DE-APR-2004 13:22:59 Interface Senar
|Complete OE-AFR-2004 14:30058 |Ready for Applicant Build
Applicant Build Panding |06-AFR-2004 14:31:01 Click Build Apphcant button

@ Notice that the information input on your CAO/Transfer request appearsin the
Transaction region of the form. This provides you with al the information initially input on
your request form.

@The Key field is a combination of the Gaining Region, Sequence Number, and
Losing Region and is used for tracking the Transfer Request. The Key informs the
users of the Gaining/Losing region. A request processed between two Regions
will show the Gaining/Sequence Number/Losing in the Key field (e.g. REGO03.
16399.REG10)

The CAO Details shows“ SF-75 Info” request initiated by the Gaining Region. A
date, time stamp isincluded in the Status Date field for each Phase in the CAO Details
window. DCPDS is programmed to continue processing the current Phase until aresponseis
received, a communication problem between Region/Interface server would be indicated
when atransaction remains at one Phase for an excessive amount of time.

@ The <Cancel Request> button is now active. The user has the ability to cancel the
CAOI/Transfer request once the button is active. The request can be cancelled
anytime prior to the update of the RPA. Once an RPA has been processed user must
cancel the accession using the Cancellation/Correction RPA.

= The current phase/status has changed to Applicant Build Pending. This indicates that
DCPDS is waiting for the Applicant record to be created. Do not enter the Applicant record in
RPA until this process is completed.

File name: Version: Not Started Oracle Parent
AF_INTERAGENCY_TRANSFER_G Last Modified: 4/7/2004 3:24 PM Page 12 /24
UIDE.DOC

Reference Number:



Title: AIR FORCE INTERAGENCY TRANSFER GUIDE
Category 1:
Category 2 :

Build Applicant

Tranzaciion
KEY S5AN POC

REGO3 16329 REGI0 (Backer, Karan F) PATRICIA RNWERA DSH: B65-3042 EXT 4854

s50ID
EFFECTIVE DATE POID

LTI

LOSS  GAIN  AGENCY NOA

3 1130 | Cancel Reguest

STATUS

|Initiated

Dietails
STATUS DATE

|DE-APR-Z004 1430024

MESSAGE

| Gaining Region

Initiated

OE-APR-2004 14:20:38

|Gaining Region

[Acknowledged

||0E-APR-2004 131727

Inteface Sanar

|Acknowiedged

|DE-AFPR-Z004 14:16:38

|Losing Region

Data Capturad

OE-APR-2004 14:16:49

|Losing Region

|Data Copied

||08-APR-2004 13:22:53

Interface Senar

|Complete

DE-AFPR-2004 1430058

|Ready for Applicant Build

CAO Details

= CAD Details

HEY

REGO3 16398 REG10

e ln]
LOSS  GAIN - AGENCY

= 3 o

Panding

||DE-APR-2004 14:31:01

Applicant created, ready

S5AN

Tra clion

(Becker, Karan F)

HOA

STATUS

[|Initiated

EFFECTIVE DATE

04-APR-2004

Dietai
STATUS DATE

|DE-APR-Z004 14:20:24

Huiiosapticant

Click Build Applicant button

MESSAGE

| Gaining Region

PATRICEA RWVERMA DSN: 685-3042 EXT 4854 ]

POID

E Cancal Raguest

Initiated

OE-2FPR-2004 14:20:38

|Gaining Region

|Acknowiedged

|05-APR-2004 13:17:27

Intarface Sanar

|[Acknowiedged

|DE-APR-Z004 14:16:32

|Lozing Region

Data Capturad

OE-2PR-2004 14:16:49

|Losing Region

|Dara Copied

|0E-APR-2004 13:22:59

Intarface Senar

|Camplete

OE-AFPR-2004 14°30058

|Ready for Applicant Build

Agplicant Build

Panding

|DE-AFPR-2004 14:31:01

Chick Build Applhcant buttan
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15. Close the CAO Details Window using the H in the upper right hand corner of this window.

CAO / Interagency Transfer

CAD S Interagency Transfer
Control Panel

= DAL FUBLEIITL - - - - oo oo oo o o s s e e e
SSAN Name Reguest Current Status )

295-55-5555 Becker, Karen F In Progress Applicant Build/Pending @ "

In Progress pplicant Build/Complet lE

fin Progress SFEVS Info'Data Caplurec if

[abortea Failed/Aboned |

In Prograss Saparation'Caomplets

in Progress
In Progress Failed/&borted
In Progress Bpplicant Build/Pending | ? E

Refresh

16.  Click ﬂ] TheCurrent Statuschang&stoAppllcant Bqu/CompIeted

E"-.—'- interagency Transrer

CAQ S Interagency Transfer
Caontrol Panel

o BHAEUS RBEOIE -
S5AN MHame Regquest Current Status

|555-55-5555 |Elev:kar. Karen F |In Progress lﬁkp plicant BuildiComplet

EEEEEEEE
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17. Click

AO Details

e
al

REGO3 16399 REG10

1]
LOSS  GAIN  AGENCY  NOA

o5

STATUS
Initiafed

EFFECTIVE DATE

Transaction

Digtails
STATUS DATE

POID

.and the Message changes to Update RPA to proceed

MESSAGE
Gaining Region

Acknowiedged

][nsmn-m 13:17:27

_||ntE|rFm Samar

Acknowledgad

|06-APR-2004 14.16:39

Losing Ragion

{Data Capiured

{0B-APR-2004 14:16:49

Losing Region

Data Copied

][l:mpn-m 13:22:69

|Interface Sanar

Complete

{06-APR-2004 14:30:58

Ready for Applicant Build

|Pending

|DB-APR-2004 143101

|Chick Build Apphicant button

|0B-APR-2004 15.01:31

Lpcale RRA 1o procead
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= Completing and Updating the Transfer RPA

18. Access the navigator using the CIVDOD PERSONNELIST responsibility

Navigator - CIVDOD PERSONNELIST
'ﬂ" Mavigator - CWDOD PERSOMMELIST

Functions

Civilian Workflow Inhox

- Request for Personnel Action |2 Top Ten List
Appointment 1. Civilian Workflow Inhox

% Award / One-Time Payment 2. Assignments Folder
— Cancellation/Correction 3. Bequests: Submit
- DOD Correction Process L 4. Payroll 500 format
| - CAO/Transfer 5. Assignments Folder WORKFLOV
CAO/Transfer Request -0 6. Combined Person & Assignmeni
Change Appointing Office 7. Define Position
Transfer Interagency 8. Define PA Request - Cancellatio
+ Change Actions 9. Customizahle Workflow Worklis
Details 0. View Worker Assignment Histon
Conversion to Appointment
Conversion to Demo Project
Extension of NTE
Federal Position Change
Living Benefits
Non Pay / Non Duty Status
Realignment
Reassignment
Long-term Training
Return to Duty
RIF Exception

n B Aalams Thascan

19. Double-click NE
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Notifications Summary
=
To [iyle Serl FFA Type sl Humime Ty | Eieciive Dals |Engiopar Kame
P TR 2 Trasdar Indaragenny © H' "
i "
amn | I i, AHE1
Remerd Open
20. Click. Respond . on the Transfer RPA.
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Request for Personnel Action (Transfer Interagency, Routing Group:AIR FORCE)

Reyuaating Infio
PART A - Hequosting fflce -

1 Acticns Raguesied
e e

3 Fiow Addilioral fomrnalen Call [Full Raimss)

Talaphons Murmbar

[ r——— |G 1B PR =
5 Act ud By (Full Mamss) Tale wal Dinde
Hernreuier Mickie T TECHMICIAM TH DEC A3
Action Sanhoeized ull Ma Tele Compunence Dale
Bermreuinr, Wickio T ﬁm‘l‘ TECHMICIAN T0DE 0
- PAHRT B - Far Preparation of SF 500 — et
| 1Lasl Namé Firs Wasiva Meliddla Mams
I
Social Sacurity Numbar 3 Date of Sinth 4 Effacthe Date.
FERST MCTIHEN " BEEﬂIIJ I.I:TI'C'I
| SACoda 5B Mature of Achion B-A Coda 6-8 Malura of Action
5L Code &0 | Mt hioenty r!-l: Codo  G-D al Auikonty

5-E Code &-F Legal Authonty

IB—E Code  BF Legst Authonty
|

l History . Egtra Wdosmniation I Eseaon I

e

Otharg -
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21. Asrequired, complete/review the following fields:

Field Name R/O/C Description
Effective Date R RPA Block 4 Effective Date .
Example: 04-APR-2004

Request for Personnel Action (Transfer Interagency, Routing Group:AIR FORCE)

Requesting Info
PART A - Aaguesting Ofce

1 Actmons Regussied 2 Regues=i Mumber
Eﬂlrlrﬂlrlgllql EDEHEEHIIH:D‘II‘[H

3 Foe Additions| Infornsisen Call [Full M) Tulaphens Bumribar i Pron. EN Diajs  ASAP
Bernreuter Vickio T (TFFTTY | i
5 At Requesied By [Fill Mams) Talla ial Diate

B rnreuter Wickio T |BUDGET TECHMICIAN 111-DE C-A0i1

B Action Sanhodizad By [Full Marss) Thle Contuiercs Dalg
|Bermrouter Vickie T |BUDGET TECHHICIAN [18-DEC- 2003
PART B - Far Preparaticn ol SF i)

1 Lagt Fsme __Fist Hame fliddie Mama

2 Social Sacisiy Mumbar 3 Date of Biih ".E."'_LE':_'!"."_E_E*

I | DAAPRIOM] [
FIRST ACTICN SECOND ACTION

F“"J.E‘l‘.’.'_. 5 B Mature of Actiod B8 Cotla 5-8 Maluwa of Action

| | I
|E-l.‘.- Code |E—D Lesgal Asdhoriiy [E-G Ciade -0 Legal Suibatily
5E Code  &F Legal Authoniy G:E Cods  &-F Logal Authonty

I I
l Hijstary I Eglra Flomation I Eweaon I Pgsition I Citharg .

22. Asrequired, complete/review the following fields:

Field Name R/O/C Description
Social Security R Description of the Social Security Number.
Number

@ Complete the RPA Requesting Info Tab Block 2,
SSAN with dashes.

Example: 555-55-5555
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<y

= =u R e eLE ELTO E P efe onmEe] (T e priedhiedy, R Uling CH
[ | [ change Famiy
Fedguesting Irio i; ]
- PART A - Reguesting Office
1 Actiores Reguasted z ueEt Murnbsr
|innﬂ'ar Ieragency ECHSBERMNRENT 23125
3 For Additignal Inferrestion Call (Full Marme) Talaphone Murmbss 4 Prop. ER Dale ASAR
[Eernrenter Vickie T [E1EZ29301 6 | ke
5 Aciion Requesied wll Mams Title Regeest Daia
Bemreuter,Vickie T |BI.ID-GEI' TECHHICIAN |E-DE'C-EIII3
B Action Autbanzed By (Full Marms) Title Concurance Diate
[Bernrenter Vickie T [BUDGET TECHHICIAN [18DEC 2003
~ PART B - For Preparation of SF 50
1 La=1 Marne Fursl Marms Fliddle Marme
|B|:|-|:I-::r h-r-rl |F
L 2 Social Secuwily Mumber 3 Dale of Bitth 4 Effectise Dabe
Il |555-55-5555 27 _APR-1930 [4.aPRZ00E
- FIRSTACTION - SECOND ACTION .
A Code  5-B Mature of Action 54 Codde 5-B Maturs of Action
EC Code  5-0 Lagsl Authory 60 Code  BD Legal Sulbaority

| I .
EE Code  5-F Legal Auihaornity 5-E Cosla 5-F Lagal Authonty
I [ [ i |
Higtorg I Egtra edomnation ' Barzon ' Fasition ' Cithers.. '

23. Complete/review all of the required fields on each tab of the RPA and applicable Extra
Information

24. UPDATE HR

25.  You have completed this task.
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Result

You can now view additional CAO Details information by returning to the CAO/Interagency
Request Form> CAQO/Interagency Transfer Control Panel.

26. Query for the SSAN using F11, Ctrl F11

E'-"'-" R e O e T e e e L R R e R .

CAQ / Interagency Transfer
Control Panel

Status Repont
SSAN Name Request Current Status
|555-55-5555 |Eler.'ker_ Karen F| |In Frogress |5epamtiun!(:umplete

C Loss Refresh

]
27. Click _] to view the CAO Details window.

KEW S 5N " pod

REGOE 15393 REGID [ 25555 Pprkey, Waewn F)  [EERFATRICUA RIVERA DSk GEE-3042 EXT 4854

el
1L.O%% AN ALEMOY RO& FEEECTR [AATE PO}

Telmiln
STATUS STATUS DATE MESSAGE
5 APR- 0048 143701 ChiChk Beald agplcant buttan

Eﬂﬂl_mﬂl-:! Pipdaia AP& in procesd

AP 2004 133314 |Gairing Region

07 -AFR-J004 123342 Fniarfacs e

07 AR 2004 13 32 34 [ iy oo
L TREE e Jnmiveg Bagion
-APR-IO04 1225 04 Frtntfucs Sar
gt Sl PR Crabing Fegon
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28. CPMS Frequently Asked Questions.

DCPDS will purge a CAO/Transfer Request
ggqt%vgtlfgr%;ﬁ?ﬁ :22 ggﬁgé;;aenfsr Len: the fourteen da‘}/s after that request Statug has been
date it is input if the process is not finalized x%gﬁsg,,to Canceled, Completed, Failed or
until a later date? Appendix C indicated all '
transaction data is being purged from the
gaining and the losing regions 14 days?

(2) When initiating a request do the users still | No. The CAO/Interagency Request can be input

have a ten day window prior to the effective | at any time, there is no longer a system edit which

date and ten day window after the effective only allows the request to be submitted ten days

date? prior to the Effective Date. However, CPMS is

> recommending that users continue processing the

' request form no more than ten days prior to the
effective date of the RPA to insure the current
employee information is received from the Losing

Region. The request will be automatically purged

from the database fourteen days after completion

. . . The Key field is a combination of the Gaining
@ ®) Pl_ease clarlfy _the KEY.f'eld.' Thg _gwde Region, Sequence Number, and Losing Region
tmhgn(gzrcl)e/'clj'r?r?;fgrISRtggul:eglt%ue identifier for and is used for tracking the CAO/Transfer
’ Request. The Key informs the user of the

Gaining/Losing region. A request processed on a

single Region will show the same information for

both the Gaining and Losing the Key field (e.qg.

SQT11.1402.SQT11). A request processed

between two Regions will show the

Gaining/Sequence Number/Losing in the Key field

(e.g. Reg01.2323.Reg10).

@ (4) Will users who input the interagency The CAQ/Transfer process extracts SF75
request receive all of the employee's data information from the Lc.)s.|ng.Reg|on for the
such as all of the benefit information (TSP, EmpI_oyee record |dent|_f|ed in the request. The
FEGLI, FEHB), education, tenure dates, data is then popul_ate_d in th? Applicant rgcord"that
military dates, etc., that would normally be on was created by clicking the_ Create Appl_|cant
the SE752 button. The data can be v!ewgd by navigating to
the People > Enter and Maintain > Extra

Information or Special Information DDFs as well

as from the RPA > Extra Information > CAO Loss

DDFs
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@ (5) Will users need a hard copy of the SF75?

(6) Under the "CAO/Interagency Transfer
Control Panel" "Status Tab" users can query
on a SSN and receive only that record. If a
North Central user chooses to select one of
the three radio buttons (Gain, Loss or All) will
only North Central's data will be retrieved and
displayed?

&)

(7) Under the "Initiate Tab" should the POC
be the user processing the action or the
Region's CAO POC?

&

(8) Is there an approximate timeframe of how
long the entire CAO process should take
(from the time the user submits request, to
building the applicant and the data flowing
onto the RPA) ?

&

(9) Under "Updating the CAO/Transfer RPA"
(Step 3) we realize a Pay500 transaction will
only be generated if the payroll offices are
different but will users be able to actually see
the PAY500 transaction?

There is only one documented case where users
will have to obtain hard copy SF75 information.
This is when the CAO/Transfer request rejects
because there are two Employee records on the
Losing Region

Dates of tenure must be obtained along
with the losing agency SOID. Therefore,
the Functional Clearinghouse is
recommending that we continue to obtain
SF-75 information.

The current set up allows for full access to the
Status Tab for all Region users. Users that are
issued “Secure Views” will only be able to view
those records identified with that view. If a user
using a Global view clicks either of the radio
buttons they will see all of the available records
that meet the criteria for that Region server.
Using the SSAN to search for a specific request
will prevent the user from having to scroll through
all of the active requests

The POC field can be used to input either the
User processing the action or the Region’s CAO
POC. A policy determining how this field is to be
used should be developed within each
Component.

The entire CAO process (from the time the
request is “Initiated” to the “Applicant
Build/Pending”) should take no longer than one
hour. This process is dependent on connectivity
to the Gaining, Losing and Interface servers. If
users notice a delay of more than thirty (30)
minutes at any time between the “SOID
Validation” and “Applicant Build/Pending” phase, it
is possible that a server (Region or Interface) is
down.

A Pay500 generated at the Gaining region will
only be viewable by the Gaining region users. A
Pay500 generated at the Losing region
(Gaining/Losing payroll offices are different) will
be viewable only to Losing region users

Oracle Parent
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@ (10) Under "CAO/Transfer Separation

Process (Losing Region)" (Step 4) what is
the meaning of the word "update" in the first

sentence of this step?

@ (11) Can a CAO/Transfer request form be
corrected if information was input incorrectly?

@ (12) When would a CAO/Transfer Request
be processed against the same region data
base (i.e., both SOID's on the same region

box)?

@ (13) Is a Pay500 transaction created for
every CAO/Transfer Interagency RPA action

generated?

@ (14) Do | have to cancel the CAO Request if
the NOA or the Effective Date changes?

Update means a user has Updated HR and the
action has consummated in the DCPDS database.
This step occurs only after the action has
consummated. If the RPA is pending, the
Separation data will not be generated until the
RPA is processed in DCPDS

@ Module 4, Chap 11, page 24

No. After a CAO/Transfer request has been
initiated it cannot be corrected. If it is determined
that a data element was input incorrectly, you
must cancel the CAO/Transfer request and re-
input it with the correct information. The request
can be re-initiated immediately after receiving the
cancellation confirmation message.

A CAO/Transfer Request is not mandatory when
processing an action on a single data base but
may be required for one of two reasons. The first
reason the CAO/Transfer request would be
required is if the region assigns a “Secure View”
(i.e., NGB employee transferring between states).
The second reason would be moving an
employee from one agency to another where the
same region data base services both agency
“cross-serviced” records (i.e., DeCA employee
serviced by Army Region accepts a position in
Army serviced by the same region).

Yes and No.

Yes at the Gaining region - a Pay500 is generated
for every action processed at the Gaining region
(e.g. T1XX, T5XX, T7XX).

No at the Losing region - a Pay500 is only created
if the Gaining/Losing payroll offices are different.
If both payroll offices are the same, a Pay500 is
not generated.

No. The new process uses the NOA or Effective
Date entered on the RPA to update the database
and create the Pay500/Separation RPA. Caution
should be used if the CAO or Transfer action is
delayed beyond a pay period as the information
retrieved may no longer be the most current
information available. Processing time for the
new CAO process has been greatly decreased
and it may be feasible to cancel and re-initiate the
request to insure the most current information is
available.
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, . No. DCPDS does not auto-populate the FEGLI or
gg&jgﬁ%lﬁotpt:&giﬁIIL:@A%%I';ZT;‘E Retirement code in the CAO/T(ansfe_r process
RPA? because the QAO/Tran_sfer_ _actlon might gfford the
’ employee a different eligibility. The staffing
specialist must make a determination based on
the RPA action (i.e., a temporary employee
converted to a permanent appointment) and enter
the appropriate value in these two fields
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